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J . Requesting Agency

DEPARTMENT OF COrtRElTlON

2. Division or Bureau of Requesting Agency

5t*»te Use Industries

3. Authorization Requested (Check only one of the squares below).

Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

x:
Estoblish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

This retention schedule epplles to the records of e l l branches
of the State Use Industries under the Department of Correction---
the Maryland Penitentiary, the Maryland House of Correction, the
Maryland Institution for Men, the Maryland Inst i tut ion for Women,
snd the Patuxent Institution* The saffse recorrsnendjtions apply to
a l l Institutions, although not a l l of the records l i s ted herein
wi l l be found in each institution*

CENFK.AL LEDGER

^unntityt 2 post b inders , 3 bundles
S ize i U " x 12* x 2<
D*:tesi 1953. . .
Tile Arrangement! Chronological
»udltt Str.te

The General Ledger is the book of fin.*! entry, arranged by accounts
and chronologlcnlly therein, with totals carried forward. Receipts
fro, entered from the cumulated data posted in the Sales Journal (Item 3
and expenditures are posted from the Accounts Payable Ledger (Item 5).

REfOMMENDATIOKj RETAIN PERMANENTLY•

ACCOUNTS REl EIVABLE LEDGER CARDS

Quantity: 3 ledger trays, 4 bundles ,
Sixet 8V* x 11" cards
D-tesi 1956...
File Arr.j Alphabetical by name of customer
Audit: State

These cards ere prepared end entries are rtade simultaneously with
the Sales Journal (Item 3), firom the pink invoice copies, giving the (continued)

7. Agenc^^iyjsionvop^urepdyRepresentative

7*». &%Signature
Director

Title
12-3-6L

Date

Schedule Authorized as Indicated in Col. 6 by Hall of
Records Commission.

\1/7/C* fy^ \
Date Archivist

T

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

U^c^t
Date X

-tttMt
Secretary
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PAGE
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4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2 (cont . ) Stiles order number and reference, the dr.te of pcya*>ent f.nd amount of
the chr-r^e and debit for psyment, dates o£ b i l l i n g «nd pf.yirent, and
the bnlance^ if any.

IUTGM^EKDATIOF! KETAIt' FOR THREE YEARS Ok UMIL AUDITED, WHICHEVER

is L-TE;?, V\EU OESTPOY.

S^LES JOIJK.;.M

<;ur.ntity: 1 post binder, 1 bundle
Si set 15- x 18' sheets
Dr.tem 1959...
File *rr. { Chronological
Audit: State
The Pales Journal, recording sales of products m,«ds by the State
i.'se Industries, is prepared frorn the pink invoice copy together with
the Accounts Keceivable Ledger C/ircs (Item 2) at the tinr̂  of billing
giving ntî e of the custonner end the old bulnnce, If any, the snles
order number end referencs, the amount, date ar/i balance, e second
balance, anj the proof. The total a are cunwlated and posted to the
General tedp.er (ftem 1).

PEC'>M**SM>*T*O": FFTAIN F0°. Tiir.f?: YE/V.S OR n>TIX A!:DTTFn, W!UC1!EV2R
IS LATEF., TiiEK DESTROY.

CASH KECEli'TS JOUiiK/i

cunntity: 1 post binder, 1 burble.
Sire: 13" x If.1 sheets
D.ites: 1959...
i i l e / r r . : fhronoloricnl
Hic'lt: St«-.te

This Jourr.pl records pe\wents for purchases mi do frorri the Str.te
I'SG Industries, giving m:r.e. ai the purchaser and the old oalsnee, If
m y , the sales crd&r number nnd the reference, the cre-ic, dnte end
balance, * second b-.l̂ r.ce, arc! the proof. The tote-Is ore cumulated
find posted to the Cencr;-! Ledger (Ite.r. 1).

rxro:-Dtc::D.Mio::« r.Li.Mr; i jr. i i r . i t YE^RS on U;TIL AUDITED, •waiiiKvrr>
is L-.Tti., T;iE;: DI:ST^V.

A:CXT:TS PAYABLE LCDGE:- (JOUR::\L)

i",u.?".ntity: I post binder
Size: 11" x 13" sheets
Dntes: 1901...
Tile Arr.t Chronological
Audit: St-ite

£he /.ccnunls i'aynble Ledger Is errrnjed by r.ccour.t nua-iber, then by
trnr.srritt'.l numbers, civl^S tn^ osaunts for postJnj? to the Cencr*l
Ledger (ite^, 1).

Kfi:OMME! DATIO;.: KZTW Wi TU'XE Y-AHS Oi; UMIL A^DLHO, WHICH^VC.
IS LATLi;, T !L: D.SIUA. (contirued)



•A HR-RM 1A
1 8 - 6 0 )

jll of Records
Commission

REQl . iT FOR RECORDS RETENTION SCHED^i-E
(Continuation Sheet)

SCHLDULE,
NO.

PAGE
NO.

Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
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CA'.'tT/L E-iCiPMEirr LEDCCS (It VTNTOiY)

Quantityi 3 vole .
Size: 9'1 x 12" x 5"
Dotes? 1950 . . .
l i l o 'rr.J Uy t i t l e of shop
Audit: St^te

This Ledger is en inventory rrr.-n£«ad hyclass or type of ejuljrwint
under esch shop, one ite;s to a p.-.ne, giving rwmea of t'na suppliers
and dotes of purchase, order number and cost, depreciation by ye.ir
and, In aare instances, re?-ir costs and dates.

RECOn»ftTDATI0::: RETAIN P E K M M ! E M I Y ,

v'^STSUiTinr: LOAN LEDGES

Quantity: I v o l . , 1 bundle
S i z e : 12" x 14 ' sV«ets
Dv-:te3: 1 9 4 5 . . .
f i l e Arr.i ihrovjalogical
Audit: State

The Construction Lcu-n Ledger l i s t s trans .nlt ts la aid wrrr ntt* by
ru<rt>er, l i lving rirount of the d e b i t . Tbe on I-".nee i s cr.rrictj forverd
with supporting deta i l ed accounts .

RECO^lE^DATia;;: RET/'-Iti PESH'-K^TLY.

GEJERAL AC•C'X^Tl̂ G EFXOUDS

QusntJtys 10 c u . f t .
Dntes: 1 9 5 6 . . .
F i l e ' r r . : thronolo^icnl
Audit: State

The fol lowing «re subsidiary accounting records , j; l l of which m y
not necoss 'r i ly be found in the f i l e s of th is o f f i c e .

J^ld S i l l s and Invoices Award of .ontrnct
intercepartrrentnl Requisitions ond

vurchnse Orders
Remittance Mcnorflndura (OrieiaDl end

Duplicate)
S.ilcs Ir.volces
Interdeprirtmentci Sales Invoices
Deliver? Ticket
Shop Orders
lT.it Cost Statements
Invitat ion to ^id

aEi.-0MMSrD.1TX0; : llCTAXr: FOR Tlir.EE YLAES 01; Ut,TIL AL'DITra, WUCHEVEr.
; IS LATEK, THEN DL:SIDV.

Shipping Ticket
Bank Deposit Sl ips

" ' " receipts
I heck Stubs
Canceled Checks
Weekly Tirr« Sheet
Assigrows nt Saest
Tinic cord8
Innate iVyroll


